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PREFACE 





One of the staff or service facilities of Government is the so-called 
public information function. The need for public information con- 
cerning Government activities has received increasing attention as 
the scope and size of Government has grown. 

An evaluation of present Government information policies and 
programs requires a consideration of the machinery now existing for 
those purposes. Under the Rules of the House of Representatives 
the Committee on Government Operations has the duty of overall 
study of matters of organization and operations in the Federal depart- 
ments and agencies. The Committee on Government Operations is 
sending this questionnaire to most of the Federal departments and 
agencies in order to gather basic data on the existing Government 
information machinery. The committee expects to make the infor- 


mation gathered available for the use of Members of the Congress 
and the public. 


Itt 








QUESTIONNAIRE ON ADMINISTRATIVE ORGANIZA- 
TION FOR PUBLIC INFORMATION ACTIVITIES 


1. Is there any specific statutory authority for public information 
activities by your agency or any constituent office or unit thereof? 
Please cite such authorities. 

2. How many separate public information offices or units exist in 
your agency or any of its constituent units? ! 

3. By what statute and/or administrative order are each of these 
units created? (Please attach a copy of the administrative order.) 

4. What is the title, civil-service classification, if any, and salary of 
the head, deputy head, and assistant heads of the public information 
units? 

5. By whom are the officials referred to in No. 4 appointed, and to 
whom does the head of the unit report? 

6. Please attach an organization chart of each separate public 
information office or unit. 

7. Kindly furnish for each public information unit: 

(a) Total number of employees (show number in the classified 
service and otherwise). 

(6) Number of employees by grades (indicate dividing line 
between professional and nonprofessional employees). 

(c) Money expended by each unit for each of last 5 fiscal years 
(show separately expenditure for personal services and others). 

8. To what official and/or organization units does Congress spe- 
cifically appropriate money used for public information functions? 

9. Is the money expended by the public information units appro- 
priated under a specific title dedicating the funds to that use? Ifso, 
quote and cite the pertinent sections of the appropriation acts for the 
last 5 fiscal years. 

10. Does all or some of the money expended by public information 
units come from appropriation items not specifically dedicated to 
public information? How much of total spent by public information 
units in each of the last 5 fiscal years came from appropriation items 
other than public information items? Quote and cite pertinent sec- 
tions from appropriation acts. 

11. What categories of written materials are issued from or reviewed 
at some stage of their development by your public information units? 
Include all written materials other than communications to a par- 
ticular individual or company. Be sure to include information on 
printed publications. 

12. In the case of each type of written material listed in response 
to No. 11 please furnish the following information: 

(a) Are the categories fixed and described by administrative 
order of some kind? If so, please attach a copy of the order. 


(6) Who originates written material in each one of the cate- 
gories? 


1 For purposes of this questionnaire a separate public information office or unit is to be defined as oné the 


pend which reports to a line or staff office whose duties are not primarily in the public information area 
as such, 
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2 QUESTIONNAIRE ON PUBLIC INFORMATION ACTIVITIES 


(c) Who decides in what category the written material belongs? 

(d) Who makes the final decision as to the form and content of 
the written material in each category? 

(e) Over whose signature or under what letterhead does written 
material in each category appear? 

13. What percentage of the total man-years in each public informa- 
tion unit is devoted to answering individual incoming communications 
or requests for information as compared with preparing, reviewing, 
and issuing written materials originated by your agenc 

14. Does each public information unit keep a mins 
requests for information? 

15. How many press releases were (a) originated, (b) reviewed, 
(c) issued, from each public information unit in each of the last 
5 fiscal years? 

16. How does each of your public information units define a press 
release as distinguished from other kinds of issuances? 

17. What unit in your department or agency and each major bureau 
or division thereof is charged with review sniller control functions for 
publications? Attach a copy of directive establishing and defining 
responsibilities. 

18. If not included in reply to No. 17 please submit definition of 
‘‘publication’”’ used by your department or agency and each major 
bureau or division thereof. 

19. Please submit list of publications issued by your department or 
agency (or each major bureau or division thereof) if such publications 
are issued on more than one date; i. e., include all publications which 
are periodic, intermittent, revised, supplemented, etc. Indicate 
method of reproduction and whether any charge is made for the 
publication. 

20. If there are separate publication offices in your agency (not a 
part of the public information office) please furnish for each publica- 
tion office the information requested in items 4-10 above. 

21. Does your agency or any major bureau or subdivision own, 
lease, or operate in any manner radio, television, motion picture, or 
special photographic facilities for public-information purposes? 
Please describe: 

(a) Location of such facilities 

(b) Cost of procuring such facilities 

(c) Annual cost of operation 

(d) Number of employees engaged full time and part time. 
(e) Under what organizational unit is facility operated? 

22. What job titles and civil-service classification series are utilized 
by your agency for positions in the public-information field? 

23. What distinction does your agency draw between appropriate 
public-information activities and activities apparently intended to be 
oe by title 5 United States Code, section 54? Explain. 

as your agency a written definition of ‘‘publicity expert’’ for the 
purpose of administering title 5 United States Code, section 54? 

24. Does your agency have any suggestion for legislation to clarify 
the role of appropriate public-information activities in the light of 
prohibitions such as that contained in title 5 United States Code, 
section 54 and since appropriation acts? 
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